Candidate Filings

M Before adding and approving a Candidate Filing for an election, you must have successfully set up the
contest for which the candidate is filing and have a Contact Record for the candidate that is viewable to the
jurisdiction adding that candidate. See the Contacts chapter for more information.

—_—————————
1 x

Add a Candidate Filing By -
» S& Klri:isvedﬂeclicns
=-\} 2008 SPRING ELECTION

1. Expand (+) the Elections node. AN At Glance
i } g Polling Places
2. Expand (+) the election to which you wish to add a candidate filing. a 2 E;ﬁf
i _ﬂ Recard Votes
9 Supplies 5

3. Click the Candidate Filings node. -2 Ballts

o =] Absentee Ballots
=] Provisional Ballots

4. Click the New Candidate Filing Quick Task to open the CandidateFiling — Add [ ] O
Wlndow : : §é§:ﬁrzsaesuks
ll==% Reporting Units -
5. Click the Address Book Icon | to —— Quick e
the right of the Candidate box to Candidate \@U) L= _revcmsnrss
open the Contact Search window.
6. Inthe Last name box of the Contact |[i=IEEEEEEIE e =10l x|
Search WindOW type the Candidate’s Last Name: First Name: Middle Name: Suffix: Search Options
|5t ! [CorEerT=on [Naom [ [ =] DMonPerson
ast name. Date of Birth: Soc Sec Num: Party: [ Include Retired Contact Records
| | | B
7. Inthe First Name box of the Contact | Housene: Street Name:
Search window, type the candidate’s | | H
3 City: State: ZIP Code:
first name. i B H ] o
8. Click Search. O3 Court Oriy e |
l ,‘ here to group by that column

9. If the search results include the
candidate’s Contact record, double-
click on that row in the data grid.

|| Address

- Qi || Residential City
~ 738LORILLARD CT 201 3 Sh

|| Contact Type || Name £
. MADIBON WA

[Yoit OF HADIS _ LAMBERTAON MADMI

@ You can only use the Contact Search Candidate Detad
window to find a contact record that is : ' :
“viewable” to your Active Jurisdiction. If Candidate: LAMBERTSON, NADMI
the search results do not include the b
candidate’s Contact record, close [x] the | Candidate 738 LORILLARD CT
Address: 201 122510441

Contact Search window. You will need MADISON, Wi 53703
to create a new Contact record, or open
the Contact record in its owning

municipality and change the record to be l
viewable at the county or state level.
See the Contacts chapter of this manual

4

: - . Election: ] Barb's November GE v/
for more information on creating or
editing Contact records. Contest: ’r l‘
S {w.w_.& ¥
10. In the Contest box, click on the Party: @Pﬂf‘iﬂg RERIRE. {11913
contest in which the candidate is Ballot Position: | Local Cand No: |
running. : ;
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11.

12,

13.

14.

15.

16.

17.

18.

YoQ will only change the
Party if you are setting up a

CandidateFiling - Update - Filing #70038789 :
J [ save and Close Save andNew % Close v|J =4 Quick Tasks |ﬁ ¥4 vI] Set Defaults  Use Defaults v|

candidate for the September
or November Election. The

Candidate Fiing IOther | Activity | Documents |

Detal

[ white In? Owner: !STATE OF WISCONSIN - W1

Candidate Filing record B

should now save the Party Fardidale:

independently of what is Ceichiaic

listed in the Contact record. ;

The GAB ID# is used rarely ,

usually only for statewide Election:

candidates. Contest
Party:

In the Ballot Position box, Ballot Position:
Filing Detai

Name on Ballot: | aQMI LAMBERTSON

x|

|LAMBERTSON, NAOMI

738 LORILLARD CT Mg et ] |
20 13251-044-1

N Papers

I
MADISON, Wl 53703

type a number
corresponding to the

Status-Reason:

Nomination I :J
Status: 2
E Noof Signature: Required: | 2000
Approximate: 0 Valid: 0
[Barb‘s November GE j
Approx. Pages: g
| Attomey General _'_J .
Submitted By: |
NonPattisan > | GABIDH [191919 B
3 Local Cand No: | Resonsble: |
Filing Receipt No: [—“
Suppl. Submitted D ate: =
} Pending - Filing Period Open U] Supplemental o _J
Created I——v Date Last ’7
| ate: B0l ‘J Changed: LJ

Lele | Lef Lo

candidate’s position on the Fig
ballot for that contest, as Comments:
determined by random draw. | FiingChecki

If you use an identifying
number for local candidates,
you may choose to enter it in

Description
LCampalgn Fegntistion Staterent

' group by that column

_+ || Deadline
741372010

|| Completed  ~||Amended.. ~||Req? ~||Changed.. ~||Changed. ~|

O
the Local Cand No: field. -

Declaration of Candidacy 7/13/2010 vl
Nomination Papers 7/13/2010 7]
Statement of Economic Interests 7/16/2010 vl

Make sure the Name on

Balllot reflects the name the candidate would like to appear on the ballot.

If you choose to track a candidate’s filing details in SVRS, you will follow the optional steps
below. You will enter data in the Filing Checklist and Nomination Papers sections of the
Candidate Filing record, and may choose to print the WI Nomination Paper Receipt, the
WI Nomination Paper Sufficiency form, or the WI Nomination Paper Verification. These

steps are detailed in the next section.

If you do not choose to track candidate
filings in SVRS, you only need to enter
those candidates who will appear on
the ballot. Make sure their Status —
Reason is Approved — Approved.

Save and Close.

Filing Detaid

Status-Reaszon:

Approved - Approved
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(Optional) Track Candidate Filings Status in SVRS

As of September 2010, the GAB will be tracking Candidate Filing Status in SVRS, including all candidates who
register, whether or not they eventually appear on the ballot. Counties and municipalities may choose to track

candidate filings here as well.

1. In the Status-Reason list box, the initial Filing Detad
\lgael'lii;vgg::lamt to Pending — Filing Status-Reason: F Pending - Filing Period Open ]
Incomplete [ _.J
s Filing:
2. The Incomplete Filing and Comments . ; |
fields may be used as appropriate. Bors E ~]

3. If you set up the Office Type to show items under the Filing Checklist, you will see items
such as Campaign Registration Statement, Declaration of Candidacy, Nomination
Papers, and Statement of Economic Interests. You will also see a Deadline date
associated with each item, and a Req? checkbox indicating if the item is required.

Filing Checklist

roup by that column

|| Deadline
741342010

Campaign Registiation Statement

~ || Completed ~||Amended.. ~||Req? +||Changed.. ~=||Changed. ~|

E/1/2010

B/3/2010

harvea . BA2ma

vl |Declaration of Candidacy 7413/2010 64172010 6/3/2010 vl harvea 6/3/2010
vl  [Nomination Papers 713/2010 6/1/2010 ] harvea 6/3/2010
[ |Statement of Economic Interests 7/16/2010 vl

a. Please note when you set up your Filing Checklist items in the Office Type record, you must
enter the Description exactly as shown in order to make the associated reports work.

b. You must update the filing deadlines in the Office Type record every election cycle.

c. You must check the checkbox at the far left of the item to save changes. The Completed,
Changed by User, and Changed Date fields will update automatically. You can manually
update the Completed or Amended columns.

4. Under the Nomination Papers section, the number of signatures entered in the Office Type

record will appear in the Required field.

a. You will first select the Nomination Status

of Submitted.

b. Fillin the approximate number of
signatures and pages.

Type in the person who submitted the
petitions under Submitted By and your
own name under Staff Responsible.

You should not enter a Filing Receipt No.
That will be automatically generated by
SVRS based on the election and the order
in which the filing is received.

MNomination Papesg

Nomination
Status:
Na. of Signhature:

Approzimate:

Approx. Pages: l 40

400

Submitted By:

[ERICLEARN

Staff
Responsible:

| DIANE LOWE
g —
Filing Receipt No: ‘W
["] Supplemental pol-Edbmitted Date: ~ LJ

Created
Date:

|5/12/2010

v Date Last
—— Changed:

512/2010 v

If the candidate turns in supplemental signatures, check the Supplemental
checkbox and select a date in the Suppl Submitted Date.
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5. To print the WI Nomination Paper Receipt:

a. Click the Quick Tasks button at
the top of the form and select

Send Mailing from the Quick @ G, : Selected Mailing
Tasks panel- Select Mailing———————— Wl Nomination Paper Receipt
Category: Mailing Options

b. Inthe Mailings drop-down, select

- ® R Candidate Filing v
WI Nomination Paper Receipt. | = .

Filter
[Selected Record.. _‘J Custom

c. Click Next. I’WI Nomination Paper HECD Sort By
\ (Select Sort] LI Custam

d. You do not need to filter or sort this estones _
ma]“ng [(Select Message)] LJ Custom I
’ More Mailing Dptions

[[1 Schedule Mailing

e. Check the Printer Settings and )
make sure that the document will (Select Sch. v| _ Custom
be sent to the right printer.

O
B
f.  Select the Print Now button and K Printer Settings S

click OK. QO Preview

Step1of2  Newt |

O Queue for Later Printing

g. Adialog box will appear
asking “Did the mailing i
print successfully?” Click e, LU
Yes. There will now be a
record on the Activity Tab
of the Candidate Filing

record th at the WI Wisconsin Government Accountability Board
Nomination Paper Nomination Paper Receipt

Receipt was printed.
Nomination Paper Receipt No.: 2010GENEL-5

Wisconsin Government Accountability Board
212 E WASHINGTON AVE

Accenture.AES.AESM.UIComponents P.0. BOX 7984

MADISON, Wl 53707-7384

Did the mailing print successfully? (608) 267-8005

es Mo | Candidate D #:

Candidate Name : ALLISON COAKLEY
Address 1: 1308 MATHYS RD
Address 2:

City, State, Zip : Monona, W| 53716
Phone :

; Election Date : 07/05/2010 Type : Special Election
h' A Sample Of the report IS Office : ADAMS COUNTY CIRCUIT COURT JUDGE

shown to the rlght Party : Non-Partisan

Date Filed Campaign Registration Statement : June 3rd, 2010
Date Filed Declaration of Candidacy : June 3rd, 2010

Date Filed Nomination Papers : June 3rd, 2010

Approxlmate Number of Pages : 4D

ber of Si s ;400

PP

Receptionist :

Agency Staff :
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6. To print the WI Nomination Paper Sufficiency:

a.

Click the Quick Tasks
button at the top of the
Candidate Filings form and
select Send Mailings.

In the Mailings dropdown,
select WI Nomination
Paper Sufficiency.

Click Next.

This mailing does not need
to be filtered or sorted.

Check the Printer Settings
and make sure that the
document will be sent to the
right printer.

Select the Print Now button
and click OK.

A dialog box will appear
asking “Did the mailing
print successfully?” Click
Yes. There will now be a
record on the Activity Tab
of the Candidate Filing
record that the WI
Nomination Paper
Sufficiency was printed.

A sample of the report is
shown to the right. You will
attach this report to the
petitions and use it to track
several things, including the
number of valid signatures.
and if the number of
signatures is insufficient.

Save and Close the
Candidate Filing form. You
will return to it when the
number of signatures have
been verified.

Selected Mailing

.| @

Select Mailing Wl Nomination Paper Sufficiency
Category: Mailing Dptions
l Candidate Filing j Filter
Mailings [ (Selected Record.. Li Custom

SortB

Wl Nomination Paper Suffici.. ﬂ

IR

L]] Custom
Messages

[Select Message) j Custarn ‘
More Mailing Options
1 Schedule Mailing

(Select Sch.. = ! Custom

on

Candidate Lbls
Candidate Lbls with Barcode
‘Wl Candidate Mailing Label

omination Paper Receipt ey

/] Momination Paper Sufficiency

Printer Settings |

Step1of2 Next

() Print Now
O Queue for Later Printing

oK

[= ntability Board
Nomination Paper Sufficlency Fom

Recalpt No© 2010GENEL-S
Candidate ID# :
Canddate Name : ALLISON COAKLEY
Address 1: 1303 Mathys Rd

Cty, State, Zp : Monana, W1 53716

Election Date : D7/05/2010 Type: Special Elzction
Cffce : ADAMS COUNTY CIRCUT COURT JUDGE
Party : Non-Partisan

Date Flied Campalgn Regisiraton Statement  June 3rd, 2010

Date Flied Deciaraton of Candidacy : June 3rd, 2010
Date Flied Nominaton Papars June 3md, 2010
Approxmate Number of Pagss : 40
D Number o Sigr 3 400
Papers Recalved from:  [] Candloate
O man
Octer: Phane:
Recaptionist -
WECF : Doc: Ethles :
Agency Staff -
Sufficiency Detenmined by :
Number af Vald Signaturss :

I number af signatures is InsuMclant, indicate problem below ©

Dale Candioste Contacted © | §
Contacted by :
Dateof Fral Approval = /7

Signature of Election Specialist ©

EB-351 {Rav. 1138
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Nomination Paps
Nomination
Status:

No. of Signature:

7. When the number of signatures has been verified,
you will reopen the Candidate Filing record and
change the Nomination Status to Sufficient. (In
some cases you may choose Insufficient or

| Suificient

alid:

Sufficient with Supplemental). e |3%2
Approx. Pages: 140—
8. Enter the number of verified signatures in the Valid Submitted By: |EHIC LEARN
field. Eil:sfgonsible: 'D]ANE LOWE
9. Make sure that the candidate has met all the PR 2010GENELS

Suppl. Submitted D ate:

S

requirements in the filing checklist before you change ] Supplemental

the Status Reason to Approved — Approved,

10. To print the Wl Nomination Paper Verification: :
) ]
a. Click the Quick Tasks button at the Select Mailing " 2
. . elected Mailing
top of the Candidate Filings form and Category: e e e
select Send Mailings. IL‘.andid::’e Filing ;I 1 nmlna-llon aper Yerification
sis Mailings Mailing Op
b. |n the- Ma_l|lngS dropdowr?, .SeIeCt Wi w1 Nomination Paper Verific... ﬂ Filter
Nomination Paper Sufficiency. ; (Selected Fecord.. | Custom
Candidate Lbls
i Candidate Lbls with Barcode Sort By
c. Click Next. \r\: E.Iar?dilate Maliling Label [Select Sart) _'_] Custom
d Th l d d t b Wl Candidate Mailing Labels 2<10
. IS mailing does not need to be W1 Nomination Paper Receipt Messages |
filtered or sorted. W Norinalion Paper Sulficiency (Select Message)  v| Custom |
] ) vlv.vnun:ru.-n Faper Verification 5 More Mailing Dptions
e. Check the Printer Settings and make g [ Schedule Maiing
ts#re.thhit thetdocument will be sent to Geoct Seh. v] __ Custom
e right printer.
. . Step10f 2 Next O
f. Select the Print Now button and click Print Options
OK. Printer Settings I
: : s - . O Preview
g. Adialog box will appear asking “Did the mailing print @ Piint Now
successfully?” Click Yes. There will now be a record on the O Queue for Later Printing
Activity Tab of the Candidate Filing record that the WI
Nomination Paper Verification was printed. oK

After you have printed all three
types of Candidate Nominiation
Paper verification forms, you
can go to the Activity Tab of
the Candidate Filing record
and verify that they were all
printed. If you highlight one of
the lines in the upper grid, you
will see more information in the
lower grid.

| CandidateFiling - Update - Filing #70047066
J Q Save and Close B Save and New x Close _
Candidate Fiing | Other ~ Activity |Documents|

I 4 Quick Tasks 16? kZ 'H Set Defaults  Use Defaults '| 1 (2 _}

Refresh

Activity

) group by that column

_+ || Updated On
2 B/12/2000
2[6/12/2010
2[6/12/2010

_~ || Updated By

hawea

|| Created On
RAT22200

|| Created By

|Mailing |harvea |6/12/2010 [harvea

Details

<' Mailing Type

|| Printed On
6/12/2010

_~||RetumedOn || Response

~J|

» /| Nomination Paper Sufficiency £)12/2010
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h. A sample of

the report is
shown to the
right. You will
sign this
document and
transmit it to
the candidate.

Make sure that
the candidate
has met all the
requirements
in the filing
checklist
before you
change the
Status
Reason to
Approved —
Approved,

Save and
Close the
Candidate
Filing form.

Wisconsin Govemment Accountablity Board
Nathaniel E Robinson, Electons Division, Agministrator
212 E WASHINGTON AVE

P.0. BOX 7584
MADISON, Wi 53707-7984
(508) 2573005
Canddate ID#
ALLISON COAKLEY
1308 MATHYS RD

MONCNA, W1 53715

This Is to acknowledge recelpt for the nomination papers of
ALLISON COAKLEY
FOR THE OFFICE OF ADAMS COUNTY CIRCUIT COURT JUDGE

Special Electon to be heid July 5th, 2010

Party Affilation:  Non-Partisan
Nomination Papers fled  June 3rd, 2010

Deciaration of Candidacy fied  June 3rd, 2010
Appiication for Public Funding fled  {Nat Flied)

Siatement of Economic Interest fled (Mot Flled)

Numbsr of Valid Signatures: 382

This is number af vallkd signaiures determined by the Govemment Accountadiity Board stafl. This number is subject
to challange within 3 business days folowing the deadine for fling nomination papers.

Verified By Date: May 12th, 2010

EB-152 (Rev. 3/2010) Nominaton Paper Recalpt No..  2D10GENEL-S

V5/14/2010

-7- Check Milestone #4




Search for and Update a Candidate Filing

You can search for and update a candidate filing. Perhaps you noticed a name misspelling and need to

correct the spelling.

%

1. Expand (+) the Elections node.
2. Expand (+) the current election.
3. Click the Candidate Filings node.

4. On the search pane, enter search criteria
and click Search.

5. In the data grid, double-click on the row for
the candidate record you wish to update.

6. Make changes to the CandidateFiling
record.

7. Click the Save and Close button.

Remember that once you have checked Milestone
#3, you will be unable to change Contests and
Candidates for that election. You must uncheck
Milestone #3, make any changes, and recheck the
milestone. If you are a county level user, and you
need to change a contest or candidate, every

municipality in your county must uncheck Milestone

#3 before you can uncheck it at the county level.

Fle Edl View Tools Window Help

3 Record: Retuned: 1
®-\ 2007 SPAING ELECTION

[ & _[|[% Mens Stenteus | 3 QuickToske+ || > | 3| 2 [0 I |[@ 1y | Acivedurdoton: [STATE OF wasconsn —_ =] || @ || ]

% LastName: Fiist Name: Party: Filing Stalus:

= [Hansen [Babara =If =l
Electon: WsEB IDH
[2008 SPRING ELECTION il
© Offics Levet: O Office Posifion
[ RS E]

—23 Reporting Units O Count Only Search Clear

-\ 2007 SPRING PRIMARY T
®-\S 2006 GENERAL ELECTION
| @\ 2006 PARTISAN PRIMARY
® w 2006 SPRING ELECTION l
| @3 2008 SPAING PRIMARY
& Election Workets
Y Poling Place Locations

{2 Contacts
3 P

Filed On:

[_—-: Date Status
11/8/2007 v P
FeeorPetition:  |pgT|T Fiing Receipt No:
Election Results: | Date Withcrawr:

e 2
M CandidateFiling - Update - Filing #70016539 B =101 x|
| & saveandCiose [ saveandNew 3 Close '” 3 Quick Tasks | ¢ &7 || setDefauts Use i
Candidate Filng | Other | Activty | Documents |
Candidate Detal OWiteln?  Quner STATE OF WISCONSIN - W1 ]
Condiate: | HANSEN, BARBARA JEAN Tz G| NemeonBalol [HANSEN, BARBARA JEAN
Election: [2008 SPRING ELECTION | Punning Mate: [ : |
Contest: [JUSTICE OF THE SUFREME COURT _=| FeeDetais
Pary: [NonPattisan | Official Cand No: Grant Amount

e Grant Status + | Grant Status
BalotPostior: |0 WSEB IDH bt [ =] =g =]
Fiing Detal Petion Details
StalusReason: | Approved - Appioved | MNom Papers  [LANSEN, BARBARA JEAN - JUSTICE OF THE SUPR ~ |

Nom. Paper
182007 | N, | -

2008SPREL-1 Notices

v

|NotSubmited | Pet Stalus Cha: | 11/8/2007
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